APPLICATION FOR RECORDS RETENTION SCHEDULE

: AP
OFFICE OF THE SECRETAAY OF STATE
DEPARTMENT QF ARCHIVES AND HISTORY

RECORDS MANAGEMENT D(VISION

. INSTRUCTIONS: See Publiaﬁo? No. 76—RM—1 for instructions on completing this form. Forward signed original to

s v s ¢ s o g WEOLd w e

¥ i Oepartment of Archives and His ory,_ Rgcords Management Division, 330 Capitol Avenue, Atlanta Ggorgla 30334,
Attention: Scheduling Section, .
' FOR AGENCY USE 1 1. Agency Addrass . ‘ _#OR RECORDS MANAGEMENT USE
" Apotication Date Georgia Ports Aut hority Apphcatson Number f
l 8/03/79 Operations Division, Ship Opera’rlons 80— 212 '
Aopiication Number ‘Department Dete Recaived Date Completed
Y6 Post Office Box 2406 ‘ . ore Fomplsted
o Savannah, Georgia 31402 ' AU-G '9 1979 l JAN 31 12@
. 2. Person to Camact Working Title Telephone Number
Robert Ruiz _ Manager 964-1721, # 303
| 3. Action Requested ' N '
3. X Estaousn Retantion Schedule; racord will continue to accumulate. iy

b. (O Disposa of present accumulatiofl; no further accumulation anticipated.

1 3

& = Amend Application No, : Check Qne: [J) Change; [J Supercede: [J Void
4, Daros of Series 5. Records Serias Titls (followed by title used in offics, if different)
Sarlias: Latest '
1970 | To Date Ship Schedule File | B

7 S Cirision and Gifice Funct:nn

bttt A gt o et . gk, ey b ¢ - =

“What is the function &f the Division and the Office in whicn this record séries is crestea?

The Director of Operaflons assists the Executive Director ir theé managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Ratlroad Company, Augusta State Docks - Barge Terminal, Savannah State Docks & Warehouses -
Garden City and Ocean Terminal, Bainbridge State Docks - Barge Terminal & Brunswick State
Docks & Warehouses. He also handles. the function of leases, Including negotiating leases
for all divisions of the Port Authority, and with commercial and Industrial concerns for

use of space provided by the Georglia Ports Authority. - ,

7. Reedrd' Series Dermiption This file contains the fotlowmg documents (mclude farm numbers and utfes if any}
” . Attach amples ot the file, . « .- .
Name of ship, line, desflnaflon, cargo to be Ioaded and Unloaded da+e

due tengTh of ship, agent & s+evedore, berth assigned

Documents relating to:

Ship schedule form, weekly recap, datly changes and correspondence
“to shipping companies.

included are:

—— e -

File is arranged: Chronological ly by due date.

3. Monthly Referance Rate

One to six months old 30
twenty-five months and older

How often are records referred to which are:

: Seven to twelve months old 30 . Thirtaen to twenty-four months oid _.....L_.__.
seldom 3 = upon request. ‘

1

9. Annual Rate of Accumuliation of Rerords '
: Other (specifyl

letter-size drawers ; Legal-size drawers

AR=8C0=—71;

Rev. 78 ' =
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NS (e wwmeuwouGiig A GLE g A D TN8 propar column) -
a. Is this the official copy of the series? - i
X it not, where is it? . : _______
% b Does the saries contain conflderltial mformatlon requiring sacuntv handling? If yes, cite law or reguiation. - ‘
X ¢. I3 this a vital record? f e " i
X d. Does this series have historical or long term research value? Long Term i B j
e. When one or two documents in the file make it necessary to keep the entire fils fop‘ a‘long penod could these
O docyments be scheduled separately? : ‘
X f, s ﬂmnimmmmﬂ.m&mﬂsme_nmm_ﬁm_am copy.
y g. :: the mforrnat:on contained in this series ever analyzed and/or reeorded in a summarized report?
- _yes, attach coov,
i h, is there a duplication of this series in your office, or in another off:ee or agencv?
X if yes, where? See Below.
; o Iiﬂw_:euﬂ.ﬁcumamman_nﬁLthmaﬂmngmmd’ —_
] X 1__i. Does the recard series result in a computer printaut? .
’ 11 Retention Requirements The following requires the series to be kept:
a. State Law ) years. d. Audit period . years.
b, Statute of limitation _ ! years. e. Administrative need .. vears,
¢, Faderal law . years. - {. Federal ratention instructions years.

Attach copy or excerpt of faws or regulatmns Explain administrative need

Should a claim be filed against the Port Authority by the line or shlpping company, é
; correspondence contained in this flle could be helpful - duplicates of this correspondence ?
is not- main+atned in +he ship flle oo

12. Aporoved Disposition lnwucﬁom This aganw recommends that the file series be cm: cm at thu and of each .
I ‘B’ Caienda; Year: O Fiscal vear; O Othar —n o - _then, -

2 Hold in the current files area ___..___month(s) 2. year(s); then - : X o :
2 Transfer to local holding area, hold —_ D year(s); then
3 Transfar to State fiecords Center: hold year{s); then
G Oastroy. A : !
K Transfer to State Archives for permanent retention.
- Other [Specify)

L T A ]

[

]

* h." This file series covers two types of flles, ship scheduyles and cerrespondence, |

: The ship schedules are duplicated in the Operations Control Office, Operations : 5
Administrative Office, Trade Development Office, Traftic Offlce, Englneerlng

: Office, Insurance Representative's Office, Assistant Director of Finance's Office,

Docks, Warehouse, Ocean TetmlnaJ Rrunewuck,Facilify and foreign trade offices.- g

N

Thess instructions apply to all prior and future accumulations of the series.

ency Head/Designes (Signaturs) Date | Reeo;ds Managgment icer fgfa’n}ﬁ)[e} ) Date ,
Cagtir~_ 41 Z 4 Ml e
S ' .

Recommendations in para-
graph 12 are approved. - State Auditor/Designee

(If disspproved, attach /atter '
of explanation.) Secreta e/Designee

[

Sma Records

Attorney Cﬂna'aI/Deqmneﬂ
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